Employee Training Management System (ETMS): Training Coordinator Help Files

TRAINING COORDINATOR

OVERVIEW: As a Training Coordinator, you will have all the functions of an
Employee (see Employee Help Files).

The Training Coordinator Role will allow the User to manage several of the
Training Requirements of the Employees within the Training Group. They have
two additional tasks on their Home Page, the Training Coordinator drop down list
and the Training Request Management bar.

I.  Management Tasks: By placing the mouse on the Training Coordinator link
six management tasks will appear on a drop down list: Employee, Proxy,
Record Correction, Reports, Roster-Group and Schedule Request. The
drop down list will look similar to this:

[Tr Coord-Traimng Office (06H) ]
Employes

Frosy

Record Correction
Feports
Roster-Group
Schedule Request

A. EMPLOYEE: By clicking this link, a page will appear that will look
similar to this:

Employees

P.OS.T. Search by name:

1. This page allows the Training Coordinator to manage the training
requirements for all Employees within the Training Group. To
locate all Employees, click the All link or A-Z listing based on the
last name. To search for a specific Employee, type their last
name in the search by name box and click the link. By clicking
the All link, a page listing all assigned Employees will appear.
The screen will look similar to this:
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Employees
P.OST Search by name
AlA B CDE QRERSTUVWXYZ
Training aining
BOST, EATRIOTANN |5 s e sentea ]| I e E e Mot View Submit
Training Center
BREAKFIELD, Williatn Penn hMott Tr.
CONNIE Supernismg State Park Ranger e Wiew Add Submit
BURKE, JAMES State Park Supenntendent IT Unassigned WView Add Submit
BURKE, ROBERT State Park Ranger TUhassigned View Add Submit
BURNER, ROY State Park Ranger Bl e LA View Add Submit
Training Center
COMBS, CHARLES  Park Maintenance Chief TIT Bl Bl e i View Add Submit
Traiming Center
CURRY, MICHAET  State Park Supenntendent IT Unassigned Wiew Add Submit
DANIELSCOI, Williarn Penn Mott Jr.
TOANNE State Park Supenntendent IT e View Add Submit
GARDMER. & 3 g
MI—‘CHELLE State Park Superintendent T Thassigned View Add Submit
. H H ’
2. Home Page: To view the details of an Employee’s Home Page,
. y - . .
click the Employee’s name. The Training Coordinator will be
presented with a screen that will allow them to edit the
y . . . ..
Employee’s contact information as well as their Training Group,
Sub-Training Group and Primary and Alternate Supervisors. The
screen will look similar to this:
Clase Window
HOME PAGE
Name Requirement 1 : Advanced Officer Training (10 hours every 24 months)
EREAEFIELD, CONKIE Program Title Completed Hrs Completion Date Due Date In Compliance
Classification NIMS/SEMS Basic Course 8 3/21/2006 3/21/2008 YES
#0980: Supervising State Park Ranger FirearmsiTactical Rifle 24 1111742005 111742007 YES
Total Hours 32 In Compliance
Education/License
NiA . . .
Toste S Regquirement 2 : Perishahle Skills (Every 24 months)
Training Office (068) = Post Subject Required Hrs Completed Hrs Completion Date Due Date In Compliance
PSP Firearms Training 4 4 3/22/2006 3/22/2008 YES
R PSP Driver Trairing 4 6 3232006 | 32312008 YES
‘William Penn kMot Jr. Training Center |+ n
PSP Arrest and Control Training 4 4 3/22/2006 3/22/2008 YES
Email PSP Tactical Communications 2 2 3/23/2006 3/23/2008 YES
CBREAKFIELD@parks
Worl Phone
(B31) 372-4076 X ——
5 pletion Repeat Due i
Rnary SinEoo Erogemiile Date Interval Date Upmpliant
DAMNIELSOM, JOANMNE | v Racial Profiling Classtfication 12/10/2003 &0 12/10/2008 YES
Alternate Supervisor Ethics Onentation for State Officials Supervizor ----
HEMRY, GINGERLOU | v Elder and Dependent Adult Abuge - CPT Video Classification _-
Training Coordinator Supervisory Course Superviser
HENRY, GINGERLOU Sexual Harassment Prevention Supervisor
Clacay Defensive Driver Training Program Superviser | 10/24/2003 | 48 | 10/24/2007| YES
KIESCHENNIAN, GATL
Purchasing (Video-30 Minutes) Supervisor | 552004 24 55f2006 YES
Cal-Card Refresher (Video-30 Minutes) Supervisor | 552004 24 55f2006 YES
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Employee Training Record: To view the Employee’s Training

Record, click the View link in the Training Record column. This
screen will list all training programs and instructor hours that the
Employee has completed. The screen will look similar to this:

Training Record (YAEGER, PAMELA)
@ download tr record
Training Programs Completed
5 Repeat s g - : Completion i
P.OS.T. Program Title Interval(months) Training Provider Program Provider Location Date Length(hr) Grade Training Category
YES  Academy DirectorCoordinater Werkeshop A /A Hawaii 5612006 26 /A
NO  Advanced Carpentry Skills A A Annex 32212006 36 A
NO A Program Test Email A /A Amex 3/6/2006 24 B Job Related
NO A Program Aftendance Roster Group TfA DFE ETMS Team Monterey 3/372006 (] A
NO  AED 12 DPE This old house HB/2005 52 /A
NGO  Microsoft Word JCP - Lewel T NrA DPR Salinas 1171872003 7 N/A Job Related
WO  Cal-Card Refresher (Classroom)(Declined) 24 DFR ot Training Center 1072272003 2 WA Job Required
MO Defensive Driver Training Program 48 DPR MTC 47172003 4 N/ Job Required
O  PBusiness and Fiscal, Module T JRIFN DPR Sacramento/HQ 10/M4/2000 14 JRIFN Job Related
NC  Empleyee Benefits N DPR Sacramento-Headguarters  8/10/1399 16 N/ Job Required
TEZ  Supervisory Course T2 DFR WMTC MTC 111511599 120 Credit Job Related
Instructor Hours for Training Programs
P.O.S.T. Program Title Intructor Type  Location  Length(hr)
NO  Advanced Carpentry Skalls EMER. Armex 36
NO  AED Firearms This old house 32

Program Title: If a Training Request was completed on

ETMS, the Program Title will link to the details of the
Employee’s Training Request. This page can be printed and
included with the Travel Expense Claim for reimbursement.
The screen will look similar to this:

Approved
Hame: WAGY, STEVEN
Classficabon: State Park Supenntendent I
Traning Groug: Traning Secton
Sulbs Growp: Wiliam Pezm Mot Jr. Training Cecter
Tramang Frowder. DFE
DPE: DPR
Locatan Healdsburg
Program Tele Coartal Marine Interpretation
Tamang Baquest I Upwawd Mobdity
Tussheation: Tlack cocl m sheats
Date: GIS2006 - 61102006
Supervisor: HENRY, GINGERLOU
Date Approved IT2006
Supervisor Comment Ha Data
Sub-Group Manager: HENRY, GINGERLOU
Diate Approved 2006
Suib-Growg Masager Comment Mo Data
Manager: KIRSCHENMARN, GAIL
Date Approved: ITA0E
Mmiage Commment Mo Data
Training Specialist: LOMBARD, EARYN
Date Approved II2006
Traming Speciakst Comenent Mo Data
Arcommodation Dietary
Esglanaticn Lots of Bh

Updated: 5/15/2006
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4. Training Roster: To add a program to an Employee’s Training
Record, click the Add link in the Training Roster column. A list of
all programs in the Training Catalog will be presented in an A-Z
listing. The screen will look similar to this:

[ Close Window ] [Elack]
Training Catalog
- -
Request to Add Program [ SUBMIT ] Search by Program Title:

(4] [B] [€] [D] [E] [E] [G] [H] (1] (3] [E] [L] [M] [M] [©] [P] [Q] [R] [E] (1] (U] (V] (W] [X] [¥] [Z] [Other]

Roster Program Title Program Category P.O.5.T.
Submit Qualified Applicator Certificate Continuing Education - General Maintenance False
Submit Qualified Applicator License Mantenance Falze
Submit Qualified Applicators Certificate Mantenance Falze
Submit  Cuality Improvement Team IManagement/Supervision False
Subrmit  Quality Management Basics for Supervizors Management/ Superision Falze
Submit  Quality Wangement Core Staff’ Management/Supervsion Falze
Submit  Guality Steering Counci Ianagement/Supervision False
Submit Querying 3L Server Information Technology - Software False
Submit QuickBools 2002 - Level 1 Information Technology - Software False

a. Click the Submit link in the Roster column and complete the
required information and submit. The page will look similar
to this:

Training Attendance Roster (Individual)

Program Title:  Uniform Crime Reporting

Hours: 16 =

Name: |BURKE, ROBERT v

Grade: |N/A v

Click for definition
* Training Category:

Program Location:
Training Provider: |DPR v
Program Provider:
Start Date: -
MM/DDAVYY
End Date: =
MM/IDDYVYY
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b. If the program does not exist in the A-Z listing of the Training
Catalog, the Training Coordinator has the ability to add the
program to the Training Catalog. By clicking the submit link
Request to Add Program screen will appear in a pop up
window. Complete all required fields and submit. The
screen will look similar to this:

Il Close Window

Request to Add Program

Type
OutSerace &

Program Title

Catogory

Select »

Program Length
Select v | hours

Hepeat Interval
A | Months

POST
s,

P.O.5.T Subject

A v

Topics

Description

(1) Once you click the submit button, the request will be
sent to the System Administrator for approval and
inclusion into the Training Catalog. The screen will look
similar to this:

[ Close MWindow ]

Your request to Add a Program to ETMS has heen submitted
You will be receiving notification vig e-mail ence action has heen taken.
If the training program is approved, vou will need to log into the system to submit o
Training Reguest or Training Attendance Roster,

5. Training Request: To submit a Training Request for an
Employee, click the Submit link in the Training Request column.
This will display the current Training Catalog and a link to a list of
programs that have been scheduled by DPR Training Groups.
The screen will look similar to this:
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TRAINING CATALOG
Eequest to add program Programs Provided by Zearch by Program Title:
[ STUBMIT ] DFR Training Groups
(VW

(4] [B] [<] [D] [E] [E] [S] [H] [1) (3] (K] [L] [M] [H] [Q] [E] [Q] (B] [Z] [T] [U) [V] (W] [X] [X] [2] [Qther]

a. Programs Provided by DPR Training Groups: Click the
View link to view the programs provided by DPR Training
Groups. Training Coordinator can locate a program in the
Training Catalog in an A-Z listing. The screen will look
similar to this:

Close Window
TRAINING CATALOG
Eequest to add program Programs Provided by Search by Program Title:
[ SUBRIT ] DPE Tramng Groups
(VI )

(4] [B] [€] (D] [E] [(E] [G] (H] (O] (3] [E] (L] (] [N] [©] [E] [2] [E] (3] [T (U] (¥] (W] [X] [X] [Z] [Other]

Trainng Request Type Program Title [4-Z Category [A-2
[ Bubmit ] Out-Service U Play A dministration

[ Bubmit ] Out-Service Uncovering Vemtura Resource Management

[ Bubmit ] Out-Service  Uniform Crime Public Safety

[ Submit ] Out-Service  Unimproved Roads Workshop Maintenance

[ Submit | Out-Service Update on Firearms Laws Public Safety

[ Submit | Out-Service IS Green Building Council Annual Conference Maintenarice

[ Submit | Out-Service  Use of Force and Tactics Public Safety

[ Submit | Out-Service  Uiili ement Maintenatnice

[ Submit | Out-Service Utility Vegetation ement in 2004 and Beyond Resource Management

1)
(2)

Updated: 5/15/2006

Click the Program Title link to view the details of the

program from the Training Catalog.

In the Training Request column, the Submit link will

give the User an Out-Service Training Request Form

and the View Schedule link will give the User an In-

Service Training Request Form.

(&) To submit an Out-Service Training Request, click
the Submit link and the Out-Service Training
Request Form will appear. Complete the
required fields and click submit. The screen will
look similar to this:
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[ Close Window Biack |
OUT-SERVICE Training Request Form

* Roguir
Name:

* Program Title:

Click for defirition

* TRAINING CATEGORY
* Training Provider:

* Program Provider:

* Program Location:

* Start Trate:

* End Date:

* Program Length{Hrs):

* Employee Time(Hrs):
* Registration Cost:

* Estimated Per Diem:

* Justification:

BOST, PATRICTA
Oecult Crimes
Flease Select | »

Federal Agency |

MM/IDDYYYY

[+
-]
MM/DDVYYYY

Select v

* State Time(Hrs): 5ol

Select |»
$0
$£0

=

(b) To submit an In-Service Training Request, click
the View Schedule link. If the program is currently

scheduled on the Training Schedule, the date(s)
for the program will appear under the Program
Title. If No Data appears, the program has not
been scheduled. The screen will look similar to

this:

TRAINING CATALOG

Reruest to add program [ SUBMIT ]

Search by Program Title

(4] [B] [C] [B] (E] [E] [G] (E] (] Q] (K] (L] (] (] (O] (2] [Q] [R] (5] [T] (U] (V] (W] (] [X] (Z] [Other]

Training
Request

[ Subrit ]
[ Submit ]
[ Subrit ]

[ Subrit ]

[ Subrmit ]
[ Subrmit ]
[ Subrit ]

[ Subrmit ]

[ Subi ]
[ Sumt ]
[ St ]
[ Sumt ]
[ St ]

[ Subrit ]

Type
Out-Service
Out-Service
Qut-Bervice

Qut-Service

[View Schedule]  In-Service

Out-Service
Out-Service
Out-Setvice

Out-Service

[View Schedule]  In-Service

Out-Setvice
Qut-Service
Qut-Service
Qut-Service
Qut-Service

Qut-Service

Occult Crimes

Program Title [A-Z

Off-Highway Motorcycle Training

Office Ergonomics Workshop

Office of Granis & Legal Services Technical Assistant Workshop

Officer Ivolved Shooti
6¢5/2006 - 6/3/3005 (W ott Training Center) 7

Officer Ivolved Shooting

AL R

Off Road Coach Training Course

Off Road Driving

Off Road Vehicle Instrucior
Open Water Ocean Rescue
Operation Chameleon
Operation Snorkel
Ornamental Horticulture
Quilaw Motorcycle Gangs
Quisianding Receptionisi

O S T e

Category [A-Z

Publiz Safety
Public Zafety
Administration

Administration

Public Safsty

Public Safsty

Public Safsty

Public Safaty

Public Safsty

Public Safsty

Public Safty

Public Safety

Fesouree Management
Public Safety
Administration

Administration

Updated: 5/15/2006
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[1] To sign up for the program, click the Program
Date link and the In-Service Training
Request Form will appear. Complete the
required fields and click submit. The screen
will look similar to this:

IN-SERVICE Training Request Form

* Required Figld

Program Title: Basic Carpentry Skills 18
Date (Start-End}): 12/17/2006 - 12/22/2006
Supervisor: HEMRY, GINGERLOU |+
Click for definition Please Select |»

* Training Category:
* Justification: (Max of 300 characters)

Accomodation: Mone  |w

Accomodation (Max of 300 characters)
Explanation:

c. If the program does not exist in the Training Catalog, the
Training Coordinator has the ability to add the program (see
Training Roster, Section b).

P.O.S.T. Compliance: To access the P.O.S.T. Compliance

Report, click the Employee link within the drop down list, a page
will appear that will look similar to this:

P.OS.T.

Employees

Search by name:

Updated: 5/15/2006

By clicking the P.O.S.T. link, a Compliance Report will appear for
all State Park Peace Officers assigned to the Training Group and
the status of their P.O.S.T. training. The screen will look similar to
this:
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[ Close YWindow ] I Back ]

P.OST (C.P.T.) Compliance Report
DAVIS, TMOTHY State Park Ranger NG
FEAZEL, STEPHEN State Park Superintendent TIT NGC
FEHLING, MICHAEL  State Park Superintendent I NG
FOSTEE, ROBERT State Park Superintendent V' S
HEARNE, SUSAN State Park Fanger NG
LYNN, BRUCE State Parke Supenntendent IT YES
MARTIN, DANIEL State Park Fanger NGO
MCGATGH, EICHARD State Park Fanger O
NIXON, VALERTE State Park Fanger NGO
NE{ON JE, THOWMAS | State Parke Eanger O
SCOTT, NEIL State Park Ranger MO
SHEEMADN, JAY State Park Supenntendent IT e
VIAMUEVA DANIEL | State Park Ranger e}
WooDSs, STEVEN State Park Ranger e}

a. To see the specific details of an Employee’s Compliance
Report, click the Employee’s name and you will be linked to
their P.O.S.T. Management screen. The screen will look
similar to this:

FEHLING, MICHAEL

Close Window

P.O.5.T. ({ C.P.T. ) Management
Requirement 1 : Advanced Officer Training (10 hours every 24 months)

Program Title Completed Hrs Completion Date Due Date In Compliance
P.O3T Video - Recognizmg, Feporting, and Preventing Terrorism 2 4/12/2005 4/12/2007 YES
Elder and Dependent Adult Abuse - CPT Video 2 2122005 21202007 YES
Ilanagement Course 104 171372005 11302007 YES
Total Hours 108 In Compliance

Requirement 2 : Perishable Skills (Every 24 months)

Program Title Required Hrs Completed Hrs Completion Date Due Date In Compliance
PSP Firearms Training 4 4 41232004 4/23/2006 YES
PSP Driver Training 4 4 3732005 3/3/2007 YES
PSP Arrest and Control Training 4 4 12/10/2004 12/10/2006 YES
PSP Tactical Communications 2 2 12/17/2003 12/17/2005 NO

B. PROXY: A Training Coordinator has the ability to assign another user
to perform their function within the ETMS. A Training Coordinator is
allowed only one Proxy at a time.

1. To activate a Proxy, do the following:
(@) Click the Proxy link in the drop down list.
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(b) Select an Employee from the list and click add. This
Employee is now the Proxy for your role.
2. The Proxy can be deactivated by the Training Coordinator or the
Employee designated as Proxy. To deactivate, click the Proxy’s
name and click Deactivate.

C. RECORD CORRECTIONS: Employees have the ability to request a
correction to a program on their Training Record. The Training
Coordinator will be notified via email of a pending Record Correction
request and Action Needed! will appear under the Record Correction
link. The screen will look similar to this:

[Tr Coord-Trammg Office (068) ]
Employee
P rosy

Record Correction Action
INeadad!

Reports
Roster-Group
Schedule Reguest

By clicking the Record Correction link within the Training Coordinator
drop down list, a screen will appear that will look similar to this:

[ Close Wyindow ]

WAGY, STEVEN PSE - Dnwver Traiung 3/1/2006-3/1/2006

1. Click the link under the Program Title column. The screen will
look similar to this:
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Close Window

Program Title:
Hours:
Grade:
Training Category:
Program Location:
Program Provider:
Start Date:
End Date:
Employee Comment:
Supervisor Comment:

Comment:

Approval:

40
/A
Job Related

Sacramento

10/24/2005
10/28/2005
Testing!

Testing!

Approve to Modify v

Anprovetobodity
Approve to Delete Record
Disapproved

| submit

Academy Director/Coordmator Workshop

Academy Director/Coordmator Workshop
40

/A

Tob Felated

Sacramento

10/24/2005

10/28/2005

a. Current Record: Displays the current Training Record.

b. Modified Record: Displays the modified Training Record
with Employee and Supervisor comment. The Training
Coordinator has the final approval authority for all Out-
Service Training Record Corrections. Include a comment
and select the appropriate action from the drop down list and
submit.

D. REPORTS: This will allow the User to run certain standard reports for
Employees within their Training Group. By clicking the Reports link
within the Training Coordinator drop down list, a screen will appear
with several standard reports. The screen will look similar to this:

[ Close WWin

o l

[Elackl

90 Day Evaluation

Report Management

POST Compliance Report - By Sub Training Group - Classification

Program Compliance Report

COST For Out-Service

Instructor Type

Updated: 5/15/2006
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E. ROSTER-GROUP: To submit a new Group Training Attendance
Roster for a completed program, click the Roster-Group link. The
screen will look similar to this:

[ Close Window ] [Elack]

1. Locate a program by the A-Z listing or the search function. The
screen will look similar to this:

[ Close Window ] [Elack]

Defenstve Dnver Training Program A drmimistration

Defensive Tactics Instructor Instructor Traiming

Defensive Tactics Instructor Eefresher Instructor Training

Defensive Tactics Instructor Tpdate FPublic Safety

Defensive Tactics Instructor, Lead Instructor Traiming

Defensive Tactics Instructor-Baton TInstructor Traming

Defensive Tactics Intro duction Public Safety

Defensrve Tactics Trammg and Qualfication FPublic Safety

Defensrve Tactics, Straight Baton Public Safety

S&E Defensive Tactics Tpdate Public Safety

Verbal Judo Defensive Tactics FPublic Safety

2. Click the Program Title link to bring up the Training Attendance
Roster (Group). The screen will look similar to this:
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Close Window

Program Title:

Hours:

Program Location:

Training Provider:

Program Provider:

Start Date:

End Date:

Training Attendance Roster (Group)

Defensive Driver Training Program

4 v
OPR 2

-
MMDDYYY

-
MM/DDAYYY

look similar to this:

Complete all required fields and submit. The screen will

NOTE: The program will now be listed on your Completed
Training Attendance Roster database.

Close Window

Trainjng Attendance Roster (Defensive Driver Training Program: 5/2/2006 - 5/2/2006)

STEP 1 OF 3 [ Go To Next Step ]

Non-Department Trainee(s)

Last Name First Name

Classification

Employer

ADD to Roster

Hold down 'Cfrf'to select multiple Employees

AARSTAD, BYRON : Groundskeeper

ASSEM, JOANNE : Guide | Historical M

ABLES. RICHARD : Park kaintenance \War
ABMA, ERIC: Lifequard

ABRAHAM, JOHM-PAUL : Senior Maintenance A
ABSHER, ELLEM : State Park Interpret
ACETUNOD, CHRISTINA : Staff Services Manag
ACKERMANMN, NICOLE : State Park Ranger
ACKHOFF, PETER : Liteguard Il (Season
ADAMA, DALE : Lifeguard

ADAMACHE, DERRICK : Firefighter/Security
ADAMS, ALLEN : Maintenance Aide (Se
ADAMS, JACK : Maintenance Aide (Se
ADAMS, KAREMN : Associate Landscape
ADAMS, KELLY': Lifeguard | (Seasona
ADAMS, RICHARD : FORESTER [iNONSUP
ADAMS, ROBIN : Park Aid -Seasonal-

ADAMS, TANIA : Senior Park Aid [(Sea
ADAMS, WESLEY : Park Maintenance Ass
ADAMSOMN, KIM - Park Aid -Seasonal-

_____ == =0=01

NO DATA

ADD 1o Roster

A e

REMOVE

b.

Step 1: Select the Employees that attended the program and

click ADD to Roster. To add non-Department Employees,
complete all required fields and click ADD to Roster. To

Updated: 5/15/2006
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remove an Employee, highlight their name and click
Remove. The screen will look similar to this:

Close Window

Trammg Attendance Roster (Defensive Driver Training Program: 5/2/2006 - 5/2/2006)

STEP 1 OF 3 [ Go To Next Step |

Last Name

Non-Department Trainee(s)

First Name Classification

Employer

ADD to Roster

Hold down 'C#4' to select multiple Employees

ABkA, ERIC: Lifeguard

ADAMA, DALE : Liteguard

AARSTAD. BYRON : Groundskeeper -
AASEM, JOANMNE : Guide | Historical M
ABLES, RICHARD : Park Maintenance Wor

ABRAHAM, JOHN-PALUL: Senior Maintenance A
ABSHER, ELLEN : State Park Interpret
ACEITUNGC, CHRISTIMNA : Staff Services Manag
ACKERMANMN, NICOLE : State Park Ranger
ACKHOFF, PETER : Lifeguard Il (Season

ADAMACHE. DERRICK : Firefighter/Security

ADAMS, ALLEN : Maintenance Aide (Se

ADAMS, JACK : Maintenance Aide (Se

ADAMS, KAREN : Associate Landscape

ADAMS, KELLY: Liteguard | (Seasona

ADAMS, RICHARD : FORESTER INONSUP

ADAMS, ROEBIN : Park Aid -Seasonal-

ADAMS, TANIA : Senior Fark Aid (Sea

ADAMS, WESLE™Y : Park Maintenance Ass

ADAMSON, KIM : Park Aid -Seasaonal- o

,,,,, EEEEED

ADD to Roster

R DT

Hold down 'C#4' to select multiple Employees

IUME. DENMIS : Non-Department
DEBELLIS, TOM : Non-Department
BOST. PATRICIA - Staff Service Analys
COMBS, CHARLES : Park Maintenance Chi
BABCOCK, DAYID : Guide | Historical ki

Once all of the Employees who have attended the training

are added, click the [Go to Next Step] link to complete grade,
hours and training category. The screen will look similar to

this:

Tra:injng Attendance Roster (Defensive Driver Training Program: 5/2/2006 - 5/2/2006)

Select the appropriate GRADE, HOURS and TRAINING CATEGORY for each Emplayes.

Step 2 of 3
# Name Classification Grade Hours Training Category
1 YUME, DEMHNIZ Surfer RS 4 | | Job Belated »| Delete
2 DEBRELLIZ, TOMI Consultant RS 4 | | Job Related »| Delete
3 BOST, PATRICTA  StaffService Analyst (Jeneral] | [NiA, 4 |v| | Job Related v | Delete
4 COMBS, CHARLES FParkhMaintenance Chief 111 A 4 |v| | Job Related v | Delete
3 BABCOCE, DAVID Guide [ Historical Momument | N4, 4 |%| | Job Related v| Delete

Updated: 5/15/2006
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d. From the drop down lists select the appropriate Grade,
Hours and Training Category and submit. The screen will

look similar to this:

Step 2 of 3 [ Go To Next Step ]

TI'EIJ.T]JIlg Attendance Roster (Defensive Driver Training Program: 5/2/2006 - 5/2/2006)

Select the apprapriate GRADE, HOURS and TRAINING CATREGORY for eackh Employvee.

# Name Classification Grade Hours Training Category

1 YUUME, DENNIZ Surfer Ercelitt e Job Related Delete
2 DEBELLIZ, TOM Consultant Credit 4 Job Related Delete
3 BOST, PATRICIA  Staff Service Analyst(General) Credit 4 Job Related Delete
4 COMBS, CHARLES Park Maintenance Chief 111 Credit 4 Job Related Delete
5 BABCOCE, DAVID GuideHistorical Monument  Credit 4 Job Related Delete

e. Click the [Go to Next Step] link to select the Instructors and
number of hours taught. The screen will look similar to this:

Trai.njng Attendance Roster (Defensive Driver Training Program: 5/2/2006 - 5/2/2006)

Enter Instssctor(s) Step 3 of 3
Training Program Department Instructors
e Instructor Hoirs
Type
Please Select ~ Pending

Last Name First Name Classification
Type

Carpentry Skills

Training Program NON-Department Instructors

Instructor

Hours Employer

f. Department Instructors: By selecting a Department
Instructor from the drop down list, a screen will appear that

looks similar to this:

Name

Last Name First Name Classification
Type

Carpentry Skills

Instructor

WAGY. STEVEM : State Park Superintendent lll Driver Awareness | v
Diriver Awarensss

Trai.nj.ng Attendance Roster (Defensive Driver Training Program: 5/2/2006 - 5/2/2006)
Enter Instrictor(s) Step 3 of 3

Hours

Training Program Department Instructors

Instructor
Type

) (]

Employer

Updated: 5/15/2006
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Wait for Instructor Type and Hours to load, then select and

submit. Repeat this process to add additional Department
Instructors.

To add Non-Department Instructors, complete all required
fields and submit. Repeat this process to add additional

Non-Department Instructors. The screen will look similar to
this:

Last Name

Training Attendance Roster (Defensive Driver Training Program: 5/2/2006 - §/2/2006)

Enier Tnstructor(s) Step 3 of 3 [Clek Here to Finalize the Attendance Roster]

Training Program Department Instrurtors

Frst Name Classification

Click the [Click Here to Finalize the Attendance Roster] link

to view the completed roster for this program. The screen
will look similar to this:

Training Attendance Roster (Group)
(Defensive Driver Training Program: 5/1/2006 - 5/1/2006)

Cld Tranmg Attendance Bosters View

Permanent Traince(s)

Name

Classification Hours Grade Training Category
BOST, PATRICIA Staff Service Analyst (General) 4 Credit Job Related
COMES, CHARLES Parl: Maintenance Chief TIT 4 Credit Job Related
Name Classification Hours Grade Employer
DEBELLIS, TOM Consultant 4 Credit  Self-Employed
YTNE, DENNIS Surfer 4 Credit  Self-Employed

Training Program Instructor(s)
Name Instructor Type Classification Hours Employer
WAGY, STEVEN Driver Awareness State Park Superintendent IIT 4 DFE.
SMITH, TOM Driver Awareness Consultant 4 CHP

Updated: 5/15/2006
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3.

To access your Completed Training Attendance Roster database,
click the View link. The screen will look similar to this:

Close Window
Training Attendance Roster (Group)
[A] [B] [C] (D] [E] [E] [S] (H] (] [0 (K] (L] (M) (W] [Q] [B] [Q] [R] (5] (T] (U] [¥] (W] (X] [X] [Z] [Other]
Start Date  End Date Soi ety
on Roster
Add
Academy Director/Coordinator Workshop 4172006 462006 2 S
Trainee
Add
Administrative Werkishop SITH1993 S119/1993 1 ==
Trainee
i Add
Administrative Workshop 92412001 G/26/2001 34 S
Trainee
Add
Adobe Photoshop - Level T 11/19/2003 | 111192003 1
Trainee
Add
#Adobe Photoshop - Level I 8/18/2003 | 8/19/2003 1 e
Trainee
Add
Adobe Photoshop - Level T 4/172003 9/2/2003 1 =
Trainee
Add
Adobe Photeshop - Level I 4222004 | 4/23/2004 1 o
Trainee
Add
Adobe Photeshop - Level I 21412004 215/2004 1 =
Trainee
Add
Adobe Photoshop - Level IT 212512004 | 212652004 1 Fag
Trainee
Add
Adobe Photoshop - Level IT 4262004 | 4f2712004 1 =
Trainee

Program Title: Click the Program Title link to view
description from the Training Catalog.

Start/End Date: Start/End date of the Program.

# of Trainees on Roster: Shows the number of Trainees
who completed the program.

Add Trainee: By clicking the Add Trainee link, the Training
Coordinator can add additional Trainees and Instructors to
the Roster.

Delete Roster: By clicking the Delete Roster link, the
Training Coordinator can delete a roster if no Trainees have
been added to the roster.

Request to Add Program: Click the SUBMIT link to add a
program to the Training Catalog.

F. SCHEDULE REQUEST: This will allow the Training Coordinator to

request that a Training Program held by their Training Group be listed
on the Training Schedule. Employees from other Training Groups will
be able to submit an Out-Service Training Request to attend that

program.

Updated: 5/15/2006
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1. To submit a Training Schedule Request, click the Schedule

Request link within the drop down list. The screen will look similar
to this:

Close Window

IN-SERVICE
TRAINING SCHEDULE REQUEST

ERequest to add Program [ SUBMIT ]

15 GTa VR B Il | 11550 Dirug Riecognition Course v
Start Date: e
MM/DDYVTY
End Date: e
MM/DDVEYY
Training Request i
Due Date : MM/DDYYYY
Training Group : Training Office (068) 2
Comment :

a. Complete all required fields and submit. Under Comment
include all pertinent information that is required for an
Employee to attend the program such as location, program
agenda, required equipment, etc.

NOTE: To modify or cancel this program, contact the
System Administrator.

lI.  TRAINING REQUEST MANAGEMENT: To manage all Out-Service
Training Requests for all Employees within their Training Group, a task bar
called TE(Training Office (068):IN-OUT(D) 5 |ocated on their Home Page. There

are two links that allow the Training Coordinator access to all In-Service and
Out-Service Training Requests.

A. In-Service Training Request: By clicking the IN link, the Training
Coordinator can view the status of all In-Service Training Requests for

Employees within the Training Group. The screen will look similar to
this:
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Training Request Management (TRAINING COORDINATOR)

[Pending] [ Approved] [ Mot Approved ] By Wame: | BOST, PATRICIA v

Page: 1
In-Service Training

B SR s

State Park

Detail ~ 5/10/2006 WAGY STEVEN Superintendent Lifeguard Training - 6/10/2006 - 6/17/2006  Approved Pending Pending Pending
I
State Park

Detail — 5/10/2006  WAGY STEVEN Superintendent Lifeguard Training - 6/20/2006 - 62772006 Approved Pending Pending Pending
m
State Park

Detail 5472006  WAGY STEVEN Superintendent | Lifeguard Training - 672072006 - 6/27/2006  Approved Pending Pending Pending
m

NOTE: The link defaults to the Pending In-Service Training Request.

1. [Pending]: This link displays all Training requests that are pending
action.

2. [Approved]: This link displays all Training Requests that have
been approved.

3. [Not Approved]: This link displays all Training Request thats have

not been approved.

Detail: This link displays the Training Request detalils.

Search by Employee Name: The Training Coordinator has the

ability to view all Training Requests that have been submitted by

an Employee. Select the Employee from the drop down list and

click the Search link.

6. Page: Each page displays ten records at a time. To view
additional records click on the page number link(s).

ok

B. Out-Service Training Request: By clicking the link, the Training
Coordinator can view all Pending, Approved and Not Approved
Training Requests. The screen will look similar to this:

Training Request Management (TRAINING COORDINATOR)

[Pending] [ Approved] [ Not Aporoved ] By Wame: | BOST, PATRICIA v

Out-Service Training (Pending)

Submit A . i -
ate

No Data!

NOTE: The link defaults to the Pending Out-Service Training Request.
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1.

[Pending]: Displays all Training requests that are pending action
by the Training Coordinator. The screen will look similar to this:

Training Request Management (TRAINING COORDINATOR)

[ Pending ] [ Approved ] [ Mot Approved ] By Name: | BOST, PATRICIA v

Out-Service Training (Pending)

Submit - . =
gt i
ate

Detal  5%/2006  WAGY STEVEMN State Park Supenntendent IT A LRT. - Beach Driving 74342006 - 777/2006 Pending v

Updated: 5/15/2006

a. Detail: This link displays the details of the Employee Training
Request.

b. Approval Action: From the drop down list in the Approval
column, the Training Coordinator can Approve or Not
Approve the Training Request. If Not Approve is selected,
the Training Coordinator must provide a comment.

c. Submit

[Approved]: This link displays all Training Requests that have

been approved by the Training Coordinator.

[Not Approved]: This link displays all Training Request that have

not been approved by the Training Coordinator.

Search by Employee Name: The Training Coordinator has the

ability to view all Training Requests that have been submitted by

an Employee. Select the Employee from the drop down list and
click the Search link.

Page: Each page displays ten records at a time. To view

additional records click on the page number link(s).
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